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What is a Legal Notice?

A legal notice is a formal written communication sent by one party to another, informing them of an
intended legal action if a grievance is not redressed within a stipulated time. It is the first official step
before initiating litigation or arbitration — a last opportunity for the opposing party to settle the
matter without going to court.

In India, legal notices are governed primarily by Section 80 of the Code of Civil Procedure, 1908
(CPC) for suits against the government, and by the general principles of contract law and the
Limitation Act, 1963 for private disputes. They are also required or recommended under specific
statutes including:

» Section 138 of the Negotiable Instruments Act, 1881 — cheque bounce notices

* Section 21 of the Consumer Protection Act, 2019 — consumer disputes

* The Legal Services Authorities Act, 1987 — notices in Lok Adalat matters

* Various tenancy, rent control, and property statutes at the state level

WHY IT MATTERS

A well-drafted legal notice establishes a paper trail, demonstrates the seriousness of your claim,
and creates a formal record that is admissible in court. Courts often look at whether notice was
given and how it was responded to as part of the overall conduct of the parties.

A poorly drafted or procedurally defective notice can weaken your legal position or, in mandatory
notice cases (like Sec. 80 CPC), even invalidate subsequent legal proceedings.

When Should You Send a Legal Notice?

A legal notice is appropriate — and often essential — in the following situations:

Contract / Payment Disputes Recovery of money, breach of contract, non-payment of dues,
unpaid salary

Property Disputes lllegal possession, rent default, encroachment, partition
disputes

Cheque Dishonour (Sec. 138 Bounced cheque — mandatory 30-day notice before filing

NI Act) complaint

Consumer Grievances Defective goods, deficient services, unfair trade practices

Employment Disputes Wrongful termination, unpaid wages, non-issuance of relieving
letter

Defamation Demanding retraction or apology before filing a defamation
suit

Matrimonial / Family Matters Maintenance demands, recovery of stridhan, notice before
divorce

Intellectual Property Cease and desist for infringement of copyright, trademark,
patent
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Notice to Government (Sec. 80  Mandatory 2-month notice before suing government/public

CPC)

authority

Insurance Claims When insurer wrongfully repudiates a valid claim

7 Steps to Draft a Legal Notice

Follow these steps in sequence. Each step is explained with what to include and why it matters.

Identify the Parties Correctly

State the full legal name, address, and capacity of the noticee (the person/entity being
noticed).

State the full name and address of the notice-sender (noticor).

If a lawyer is sending the notice, include the lawyer's name, enrolment number, and
address.

e.g., 'Through his/her counsel: Adv. [Name], enrolled with [Bar Council], having office at
[Address]'

State the Relationship and Background

Briefly establish the legal relationship between the parties — employer/employee,
landlord/tenant, buyer/seller, etc.

Include relevant dates and chronology of events that form the background of the dispute.
Keep this factual and neutral — the notice is not a pleading; do not argue here.

State the Grievance / Cause of Action Clearly

Describe precisely what the noticee has done (or failed to do) that constitutes the legal
wrong.

Refer to specific dates, amounts, agreements, or clauses violated.
Quote the relevant clause of the contract or provision of law being breached.

e.g., 'In breach of Clause 5.2 of the Agreement dated 01.01.2024, you have failed to pay
the sum of Rs. 5,00,000/-.."

Assert the Legal Basis
State the specific law, section, or legal principle under which the claim arises.

e.g., 'Under Section 138 of the Negotiable Instruments Act, 1881..." or 'Under the
provisions of the Indian Contract Act, 1872..."

If issuing under Sec. 80 CPC, explicitly mention this.
This signals that you know the law and are not bluffing.

State the Relief / Demand
Be specific and precise about what you want the noticee to do.
State the exact amount (if monetary), action to be taken, or wrongful act to be stopped.
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Do not be vague — courts look at the demand made in the notice vs. the relief sought in
the suit.

e.g., 'You are hereby called upon to pay the sum of Rs. 5,00,000/- along with interest at
18% per annum...’

Set the Deadline

Give a clear, reasonable time limit for compliance — typically 15 to 30 days from receipt.
For cheque bounce notices under Sec. 138 NI Act: the mandatory period is 15 days.
For Sec. 80 CPC notices against government: the mandatory period is 2 months.

State that failure to comply within the time will result in initiation of legal proceedings
without further notice.

Sign, Dispatch, and Retain Proof
Sign the notice (and have the advocate sign if sent through counsel).

Dispatch by Registered Post with Acknowledgement Due (RPAD) — this is the gold
standard.

Alternatively: Speed Post, courier with tracking, or personal service with witness.

Retain: the original notice, postal receipt, tracking number, and delivery
acknowledgement.

Keep a copy of the notice on file — it will be exhibited in court if the matter proceeds.

DISPATCH METHOD MATTERS

Registered Post with Acknowledgement Due (RPAD) is the most legally robust method. Courts
presume delivery if sent by RPAD, even if the noticee refuses to accept.

WhatsApp and email notices are not equivalent to RPAD and do not satisfy mandatory notice
requirements under statutes like the NI Act — however, they may be sent additionally for speed.

Anatomy of a Legal Notice — Annotated Structure

The table below breaks down every component of a legal notice, showing what content goes in
each part and why it is important. Use this as a reference while drafting.

Header / Title LEGAL NOTICE ldentiﬁgs the type of
Or: NOTICE UNDER SEC. 138 NI ACT notice immediately.

R ired for statut
Or: NOTICE UNDER SEC. 80 CPC ittt

Date The date on which the notice is issued. Crucial for calculating the
limitation period and the
response deadline.

Sender's Details Name and full address of the noticing party. Establishes identity and
If sent through a lawyer: 'Through Adv. provides an address for
the reply.

[Name], having office at [Address]'
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Noticee's Details Full name and address of the recipient. Ensures correct service.

Include all known addresses if the person may ~ Défects here can
be at multiple locations. invalidate service.

Subject Line RE: LEGAL NOTICE FOR RECOVERY OF Puts the noticee on
MONEY / CHEQUE DISHONOUR / [specific immediate notice of the
cause] nature of the claim.

Opening Line The standard opening situates the notice in the  Establishes the
instructed-counsel context. advocate-client

relationship and formal
basis of the notice.

Background Facts Chronological statement of facts establishing Court will rely on this for
the legal relationship and events giving rise to the cause of action.
the dispute. Facts must be precise.
Legal Grievance The specific act or omission of the noticee that  This is the heart of the
constitutes the legal wrong, with reference to notice — vagueness
the statute or contract clause breached. here weakens the claim.
Relief Demanded Exact description of what the noticee must do The demand in the
or pay, including specific amounts, dates, and notice should be
actions. consistent with the relief
in the eventual
plaint/petition.
Response Deadline  Clear statement of the time given for Creates the legally
compliance (15 /30 / 60 days as applicable). recognised window for

compliance. Mandatory
for some statutes.

Consequence of Statement that failure to comply will result in Puts the noticee on clear

Non-Compliance initiation of legal proceedings, including notice of consequence.
criminal prosecution if applicable. Admissible in court.

Closing & Signature 'Yours faithfully,’ followed by the advocate's Authenticates the notice.
signature. Both advocate and client
'For and on behalf of: [Client Name]' may sign.

Enclosures List documents attached: copies of Supporting documents
agreements, invoices, cheques, screenshots strengthen the claim and
of communication, etc. put the noticee on full

notice.

Full Draft Template — General Legal Notice

The following is a complete, ready-to-customise template for a general legal notice for recovery of
money. All [PLACEHOLDERS] must be replaced before use.

NOTE

Replace every [PLACEHOLDER] before sending. This is a general-purpose template — statutory
notices (Sec. 138 NI Act, Sec. 80 CPC, etc.) require specific language. See the specimen notices
in the next section.
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LEGAL NOTICE

Date: [DD Month YYYY]

From:

[Full Name of Advocate / Sender]
[Office / Residential Address — Line 1]
[City, State — PIN Code]

[Mobile Number | Email Address]

To:

[Full Name of Noticee]
[Address — Line 1]

[City, State — PIN Code]

RE: LEGAL NOTICE FOR RECOVERY OF MONEY / [specify cause of action]

Dear Sir/Madam,

Under the instructions and on behalf of my client, [Client's Full Name], [Client's
Designation/Status, e.g., 'a resident of..."], | hereby issue this Legal Notice to you as under:

1. BACKGROUND

That my client and you entered into [describe the legal relationship — e.g., 'a Service
Agreement dated [Date]' / 'a loan transaction on [Date]] whereby [briefly describe the terms
relevant to the dispute, e.g., 'you agreed to pay my client a sum of Rs. [Amount]/- in
consideration of [services/goods provided]'].

2. FACTS GIVING RISE TO THE DISPUTE

That my client duly performed his/her obligations under the said agreement by [describe what
the client did — e.g., 'delivering the goods/rendering the services as agreed by [Date]].
However, despite repeated oral and written requests, you have failed and neglected to pay
the outstanding amount of Rs. [Amount]/- due and payable since [Date].

That your last communication on the subject was on [Date], wherein you [describe their last
response or inaction].

3. LEGAL BASIS

That your failure to pay the said amount constitutes a clear breach of the [Agreement /
statutory obligation under Section ___ of ___]. My client is entitled to recover the said amount
together with interest at [ 1% per annum from [Date] till the date of actual payment, besides
costs of this notice and legal proceedings.

4. DEMAND
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You are hereby called upon and required to, within [15/30] days from the receipt of this notice:
(a) Pay to my client the sum of Rs. [Principal Amount]/- (Rupees [Amount in Words] only);

(b) Pay interest thereon at [__1% per annum from [Date] till the date of actual payment,
amounting to Rs. [Interest Amount]/- as of the date of this notice;

(c) Total amount demanded: Rs. [Total Amount]/- (Rupees [Total in Words] only).

5. CONSEQUENCE OF NON-COMPLIANCE

That in the event you fail to comply with the above demand within the stipulated time, my
client shall be constrained to initiate appropriate legal proceedings against you before the
competent civil court / forum for recovery of the said amount along with interest, damages,
costs, and other reliefs as may be deemed fit, entirely at your risk, cost, and consequence.

Yours faithfully,

[Advocate's Signature]

[Advocate's Full Name]

Advocate, [State Bar Council]

Enrolment No.: [Bar Council Enrolment Number]
For and on behalf of: [Client's Full Name]

Enclosures:
1. Copy of [Agreement / Invoice / Relevant Document]
2. Copy of [Communication / Proof of Delivery / etc.]

5 Specimen Notices — Type-Specific Templates

The following specimen notices cover the five most common legal notice scenarios. Each includes
the critical statutory requirements specific to that notice type.

Specimen 1 — Cheque Bounce Notice (Section 138, NI Act, 1881)

STATUTORY REQUIREMENTS (Sec. 138 NI Act)

Notice MUST be sent within 30 days of receiving memo from bank about dishonour.
Noticee has 15 days from receipt to make payment.

If payment is not made within 15 days, you may file a complaint within 30 days of expiry.
Send by RPAD. If noticee refuses delivery, deemed served.

NOTICE UNDER SECTION 138 OF THE NEGOTIABLE INSTRUMENTS ACT, 1881
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Date: [DD Month YYYY]

To:
[Full Name of Drawer / Noticee]
[Full Address]

Dear Sir/Madam,

Under instructions from and on behalf of my client, [Client Name], | hereby serve you this
Statutory Notice under Section 138 of the Negotiable Instruments Act, 1881:

1. That my client had advanced a sum of Rs. [Amount]/- to you on [Date], in connection with
[describe transaction/debt], against which you issued Cheque No. [Cheque Number] dated
[Date], drawn on [Bank Name], [Branch], in favour of my client.

2. That the said cheque, when presented for payment on [Date of Presentation], was
dishonoured and returned by your bank vide memo dated [Memo Date] with the remark
[quote the dishonour reason exactly — e.g., 'Insufficient Funds' / 'Account Closed’].

3. That the aforesaid dishonour of cheque constitutes an offence punishable under Section
138 of the Negotiable Instruments Act, 1881.

4. You are hereby called upon to make payment of the said cheque amount of Rs. [Amount]/-
(Rupees [Amount in Words] only) together with interest at [__]% per annum within 15 (fifteen)
days from the date of receipt of this notice.

5. Failing compliance within the said period, my client shall be constrained to initiate criminal
proceedings against you under Section 138 of the NI Act before the competent Judicial
Magistrate, entirely at your risk and cost, without further notice.

Yours faithfully,
[Advocate Name] | Enrolment No.: | ]
For and on behalf of: [Client Name]

Enclosures: 1. Copy of cheque 2. Bank's dishonour memo 3. Bank return memo

Specimen 2 — Notice Under Section 80 CPC (Against Government)

STATUTORY REQUIREMENTS (Sec. 80 CPC)

Mandatory 2-month waiting period before filing suit against Central/State Government or public
officer.

Notice must state the cause of action, name/description/residence of plaintiff, and the relief
claimed.
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If required relief is not granted within 2 months, suit may be filed.
Failure to give notice is a bar to the suit — cannot be condoned lightly.

NOTICE UNDER SECTION 80 OF THE CODE OF CIVIL PROCEDURE, 1908

Date: [DD Month YYYY]

To:

The [Secretary / Commissioner / Collector / Concerned Officer]
[Ministry / Department / Office Name]

[Full Address of Government Office]

Dear Sir/Madam,

[, [Full Name of Plaintiff], [occupation], residing at [Full Address], hereby give you notice under
Section 80 of the Code of Civil Procedure, 1908, of my intention to institute a civil suit against
[Name of Government / Concerned Public Authority] in respect of the cause of action
described hereinbelow.

CAUSE OF ACTION:

[Describe the cause of action in detail — e.g., wrongful acquisition of land, non-payment of
compensation, denial of service, illegal order, etc., with dates and amounts as applicable.]

RELIEF CLAIMED:

[State the exact relief you intend to claim in the suit — e.g., declaration, injunction, recovery of
compensation of Rs. [Amount]/-, etc.]

You are hereby called upon to take necessary action to redress the grievance within the
statutory period of two months from the date of receipt of this notice, failing which | shall be
constrained to file an appropriate civil suit before the competent court without further notice.

Yours faithfully,
[Full Name of Sender / Advocate on behalf of Plaintiff]
[Address | Mobile | Email]

Specimen 3 — Landlord's Notice to Vacate to Tenant

KEY POINTS

The notice period and grounds for eviction depend on the applicable state Rent Control Act (e.g.,
Maharashtra Rent Control Act, Delhi Rent Control Act) or Transfer of Property Act, 1882.
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A notice to quit under Sec. 106 of the Transfer of Property Act typically requires 15 days' notice
for monthly tenancies.

Always check state-specific legislation before issuing — requirements vary significantly.

LEGAL NOTICE TO VACATE RENTED PREMISES

Date: [DD Month YYYY]

From:
[Landlord's Full Name and Address]

To:
[Tenant's Full Name]
[Address of Rented Premises]

RE: NOTICE TO VACATE PREMISES AT [Complete Address of Property]

Dear Sir/Madam,

Under instructions from my client, [Landlord's Name], owner of the premises at [Property
Address], | hereby issue this legal notice to you as under:

1. That my client is the lawful owner and landlord of the premises at [Address] ('the
Premises'). You have been occupying the said Premises as a monthly tenant since [Date], at
a monthly rent of Rs. [Amount]/- under [a Rent Agreement / Leave & Licence Agreement]
dated [Date].

2. That [state ground for eviction — choose applicable: 'you have defaulted in payment of rent
for the months of [specify months], causing an arrear of Rs. [Amount]/-' / 'the said Agreement
has expired on [Date] and has not been renewed' / 'the Premises are bona fide required by
my client for personal occupation'].

3. You are hereby required to: (a) vacate and hand over peaceful possession of the said
Premises to my client within [30/15] days from the date of receipt of this notice; and (b) pay
the outstanding rent arrears of Rs. [Amount]/-, if any, together with electricity, water, and
maintenance dues.

4. Failing compliance, my client shall be constrained to initiate eviction proceedings before the
competent Rent Controller / Civil Court and to recover mesne profits, damages, and costs,
entirely at your risk.

Yours faithfully,
[Advocate Name] | Enrolment No.: | ]
For and on behalf of: [Landlord's Name]
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Specimen 4 — Employee's Notice for Wrongful Termination

LEGAL NOTICE FOR WRONGFUL / ILLEGAL TERMINATION

Date: [DD Month YYYY]

To:
[Name of Employer / Company]
[Registered Office Address]

RE: WRONGFUL TERMINATION — NOTICE FOR REINSTATEMENT AND DUES

Dear Sir/Madam,

Under instructions from my client, [Employee's Full Name], | hereby issue this legal notice to
you as under:

1. That my client was employed with your organisation as [Designation] since [Joining Date],
drawing a monthly CTC of Rs. [Amount]/-.

2. That on [Date of Termination], your organisation abruptly and illegally terminated my
client's employment [without notice / without following due process / without valid cause], in
violation of [the terms of the Employment Agreement dated [Date] / the Industrial Disputes
Act, 1947 / the Standing Orders applicable to your establishment].

3. That the said termination is illegal and void, as [state specific grounds — e.g., 'no charge
sheet was issued', 'no opportunity of hearing was given', 'the termination violates Section 25F
of the Industrial Disputes Act'].

4. You are hereby called upon, within 15 days of receipt of this notice, to: (a) reinstate my
client in service with full back wages and continuity of service; or alternatively, (b) pay
compensation equivalent to [3/6] months' salary being Rs. [Amount]/-, pending dues of Rs.
[Amount]/-, and issue a relieving letter and Form 16 immediately.

5. Failing compliance, my client reserves the right to approach the Labour Commissioner,
Industrial Tribunal, and/or civil courts for appropriate relief.

Yours faithfully,
[Advocate Name] | Enrolment No.: | ]
For and on behalf of: [Employee's Name]
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Specimen 5 — Consumer Complaint Notice (Deficient Service / Defective
Product)

LEGAL NOTICE UNDER THE CONSUMER PROTECTION ACT, 2019

Date: [DD Month YYYY]

To:
[Name of Company / Service Provider / Manufacturer]
[Registered Office / Branch Address]

RE: NOTICE FOR DEFICIENT SERVICE / DEFECTIVE PRODUCT — ORDER NO.[__ ]
DATED [DATE]

Dear Sir/Madam,

I, [Consumer's Full Name], residing at [Address], hereby issue this notice to you under the
Consumer Protection Act, 2019, as under:

1. That | purchased [product/service name] from you vide Order No. ] / Invoice No. |
dated [Date], for a consideration of Rs. [Amount]/-.

2. That the said [product/service] has been found to be [defective / of substandard quality /
deficient in service] in the following manner: [describe the specific defect or deficiency — e.g.,
'the product stopped functioning within 7 days of purchase’, 'the service was not provided as
promised in the Agreement'].

3. That despite my complaint lodged on [Date of Complaint] (Complaint Reference No. | ),
you have failed to address or redress the said defect/deficiency.

4. You are hereby required, within 15 days of receipt of this notice, to: (a) Replace the
defective product / rectify the deficient service free of cost; or (b) Refund the full amount of
Rs. [Amount]/- with interest; and (c) Pay compensation of Rs. [Amount]/- for mental agony
and inconvenience.

5. Failing the above, | shall be compelled to file a consumer complaint before the
District/State/National Consumer Disputes Redressal Commission, as applicable, at your risk
and cost.

Yours faithfully,
[Consumer's Signature]
[Consumer's Full Name] | [Address | Mobile | Email]

Enclosures: 1. Copy of Invoice / Receipt 2. Photograph of defect (if applicable) 3. Copy of
complaint correspondence
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Frequently Asked Questions

Can | write a legal notice myself,  You can send a legal notice yourself — there is no

or must it be through a lawyer? legal requirement to send it through an advocate for
most civil notices. However, a notice sent by an
advocate carries more weight, signals seriousness, and
is less likely to have legal defects. For statutory notices
(Sec. 138 NI Act, Sec. 80 CPC), technical accuracy is
critical — advocate assistance is strongly

recommended.
What if the noticee does not Non-response is not automatically an admission. After
respond? the notice period expires, you are entitled to proceed

with legal action. Document the dispatch and non-
response carefully — it forms part of your evidence of
prior notice and the respondent's inaction.

What if the noticee refuses to Refusal of service by RPAD is treated as deemed

accept the notice? service in law. Courts have consistently held that
deliberate refusal cannot be used to defeat the purpose
of notice. Retain the 'Refused' endorsement from the
postal department as proof.

Is there a time limit to send a Yes — you must be mindful of the limitation period. For

legal notice? example, a Sec. 138 NI Act notice must be sent within
30 days of the bank's dishonour memo. For general
claims, ensure your notice leaves adequate time within
the limitation period (typically 3 years for contract
claims under the Limitation Act) to initiate proceedings

if needed.
Can a legal notice be sent by Legally, it is advisable to send by RPAD as the primary
email or WhatsApp? mode. Email/WhatsApp copies may be sent

additionally for speed, but alone they may not satisfy
statutory notice requirements and can be challenged
on authenticity grounds.

What if the noticee's address is If the address is genuinely unknown, you may issue
unknown? notice by publication in a newspaper (with court
permission in some cases). For statutory notices under
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the NI Act, the last known address suffices and a
refused/undelivered RPAD constitutes good service.

Does a legal notice stop the No. Sending a legal notice does NOT stop or toll the

limitation period? limitation period. You must file your suit/complaint
within the limitation period regardless of when the
notice was sent or responded to.

Can the other party reply with a Yes — the noticee may send a reply refuting your

counter-notice? claims. This reply should be considered carefully with
your advocate. It may contain admissions, denials, or
counter-claims that are relevant to your legal strategy.

Common Mistakes to Avoid

1 Sending notice to wrong address Defective service. Always verify current address through
official records, agreements, or correspondence.

2 Missing the statutory notice period Fatal to the case — courts may dismiss the
(Sec. 138, Sec. 80) suit/complaint entirely. Always check the statute before
drafting.
3  Vague demand — no specific Courts compare the demand in notice with the relief in
amount stated plaint. State exact figures and basis of calculation.
4 Sending by ordinary post or email Cannot prove delivery. Always use RPAD and retain
only receipt, tracking, and acknowledgement.

5 Including irrelevant emotional Legal notices are formal documents. Emotional or
language aggressive language weakens credibility. Keep it
factual.

6 No enclosures attached Bare notices without supporting documents are easier to

dismiss or ignore. Always attach relevant proof.

7 Giving too short a deadline An unreasonably short deadline may be questioned by
courts. Follow statutory minimums; default to 15-30
days.

8 Forgetting to retain a copy The notice must be produced as evidence in court.

Keep the original signed copy and all dispatch records.

9  Wrong legal basis cited Citing the wrong section undermines legal credibility. If
unsure, consult an advocate before sending.

10 Sending notice after limitation Even if notice is perfect, you cannot sue if limitation has
period expired. File within the Limitation Act period.
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Continue Your Legal Journey with LawMento
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Practical expert-led legal courses designed for
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Deep-dive sessions by industry experts on
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Templates, guides and PDFs — completely
free for our community.
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Step-by-step career roadmaps for law
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Legal insights and professional updates —
follow LawMento.
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Curatedcourse bundles—more learning,
better value for your career.

Explore E-books
In-depth e-books on career paths, law practice
areas and more.

Free Checklists
Ready-to-use legal checklists covering key
practice areas.
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Daily legal updates, tips, and career content
— follow @lawmento.official
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Get daily legal insights for FREE.

LawMento.com | Practical Legal Education for Students & Professionals

This document is for educational purposes only and does not constitute legal advice. Always consult a

qualified advocate for your specific situation.
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